
INSTRUCTIONS See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

FOR AGENCY USE 
pplicafion Date 

pplicafion Number - 

1. Agency Address 
Department of Education 
Off ice  of I n s t r u c t i o n a l  Services 
Divis ion  of Spec ia l  Programs 
Program f o r  t h e  Gif ted  

FOR RECORDSMANAGEMEHT USE 

arliest Latest 

'a 1964 I present  

Application Number 

PRoGR4M FOR THE GI FTED 
LOCAL EDUCATION AGENCY FILES (SCHOOL FILES) 

02-4L 
Date Received Date Completed 

. Action Requested 
a. 
b. 

Establish Retention Schedule; record will continue to ammulate. 
0 Dispose of present accumulaticn; no further accumulation anticipated. 

c. 0 Amend Application No. Checkone: 0 Change; 0 Supercede; 0 Void 
.. DaterofSeries I 5. Records Series Tit le (followed by title used in office; if different) 

I. Record Series Description 

Documents relating to: adminis te r ing  programs f o r  g i f t e d  s tuden t s  i n  school  systems throughout 

T h i s  file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

the S t a t e ,  and t o  reviewing and approving t h e i r  Comprehensive P lans  and updates .  

Includedare: two f o l d e r s  f o r  each school  system, Comprehensive P lan  f o l d e r  and Genera C r 

pondence dea l ing  wi th  t h e  P lan ,  Revision L e t t e r  t o  Superintendent ,  In-House Checkl i s t ,  
Revisions t o  P lan  i n  accordance with suggestionslmodifications ou t l ined  i n  Revision Let- 
ter, and r e l a t e d  monitoring r e p o r t s .  General Correspondence f o l d e r  conta ins  r o u t i n e  
r eques t s  f o r  information,  let ters of t r a n s m i t t a l ,  correspondence r e l a t i n g  t o  changes i n  
po l i cy ,  and o the r  r e l a t e d  documents r e l a t i n g  t o  genera l  admin i s t r a t ion  of t h e  Program. 

respondence f o l d e r .  Comprehensive P lan  f o l d e r  conta ins  t h e  Comprehensive Plan,, && 

~ ~ l ~ i ~ ~ ~ ~ ~ ~ ~ d :  a l p h a b e t i c a l l y  by school  system; t h e r e d d e r  by Comprehensive P lan  and General -- 
Correspondence; thereunder  chronologica l ly  by f i s c a l  year. 

5. Monthly Reference Rate 
- \ . .  

How often are records referred to which are: 
One to six months old 1 ; Seven to twelve months old 1 ; Thirteen to twenty-four months old ; 

twenty-five months and older 0 ? 
3. Annual Rate of Accumulation of Records 

Letter-size drawers ; Legal-size drawers ;Shelves ;Other (specify) 

. 
z 1 --_ . . (OW) 
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11. Retention Requirements The following requires the series to be kept: 

years. 
years. 

a. State Law years. d. Audit period 
b. Statute of limitation years. e. Administrative need 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need, 

1 

~~ 

~ 

NO 10. Questionnaire (Place an "X" In the proper column) 
a. Is this the official copy of the series? 

If  not. where i s  it? 

b. Does the series contain confidential information requiring security handling? If  yes. 'Ife law or regulation. ! 

Office-reference requirements 

. .  .~ .~ 
12. Approved Diposition Inrtructions This agency recommends tha t  the file series be cut off at  the end of each: 

0 Calendar Year; .U Fiscal Year; Other See then, 
. .  

0 Hold in the current files area month(s) yeark); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold yeark); then . ~~ .. 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

yearb); then 
. .  

: 

Other (Specify) 

General Correspondence File : - Cut off file at end of each calendar year; hold in current 
files area 1 year; then transfer to State Archives for permanent retention. 

Comprehensive Plan File - Bold in current files area until new Plan is developed; then 
transfer to State~~Archives' for permanent retention. ~ .~ 

-. 

These instructions apply to a l l  prior and future accumulations of the series. 

Date 
3ecommendationr in para- 

If dkaDDmVed. anad? letter I n I 
iraph 12 are approved. State AudjTorlDesignee 1 & I H l  

.. 
if explanation.) 


